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UJJITED states department of agriculture 

Office of Personnel 
Washington 23>, D.C.- 


August 7, 1953 , 

Advance No. 35>1> Supplement No. 1 

NOTICE TO HEADS OF AGENCIES 

Subject: Establishment of Plans for the Reduction of Accumulated Annual 
Leave in Excess of 30 or U5 Days. 


Under the provisions of Public Law 102, 83rd Congress, ^ 

Federal department is charged with the responsxbilx y leave 

system vrlthin his department providing or e of employees outside 

accumulation in excess of 30 days, or ! *S days “fo case of em^y 
the Continental United States, within a reasonable numbe o y 

In this connection, the Civil Service ^ ^^^j^ll^reduction of 

annually to Congress the progress made by each to repo rt 

such leave. In order that the Commies icn rnay required of each agency 

meaningful data, an inventory of aiinual leave will be re^ ^ 

of the Department in the near future. This thc offic/of Budget 

Instructions concerning this report will be issued by thc Oo-iic 

and Finance. 

In accordance with the responsibility of the Secretaryinthis^ respect, it 

has been detemined that 10 years shall of ■ 

Sin the V c ontinental UniL States. 

» »t>«u si^Lrisrs^iwS^i^s 

beginnSr^th the X9» leave year which =“1 ^ a ppladablc to ™Pl£f£ rector 

under his jurisdiction. 'Ihe, reco^endcd ^an m^t be approval, 

of Personnel for approval by not lAter '2, Eac h agency plan 

all employees in the agency shall bo informed d t confom 

must make provisions for an orderly, progressive reduction an 

with the following standards: 

1. Not less than a 30$ reduction by the end of L^ve Year i956 

of the total excess annual leave which employees had at the 
beginning of the Leave Year* 

2. Not less than a 60$ reduction by the 'end of Leave J^ar 19j>9 
of the total excess annual leave which employees had at thc 
beginning of the 195k Leave Year. 

3. 100$ reduction of the total excess annual leave for all 
employees by tho end of Leave Yean 19&3* 

Ap^fo\/Sd¥!^^^^0^}^^.b^-Wp7i^047^Moi200060056-3 


-r' 


Approved 




■f v* £ Mt 

Release 2001/08/31 : CIA-RDP78-04^%A0#ft00060056-3 


5, Recog:nition of oases where more leave is taken by an .employee 
than required by the schedule so 'as to provide him with 
credit therefor in succeeding years* 


6. Sufficient flexibility to recognize exceptions for individual 
employees in cases of personal hardship and work load 
requirements . 

7. Reduction of excess leave through means which will not cause . 
additional overtime work or replacement costs, or unduly impair 
the performance of agency functions, 

8 . Reduction of excess leave should in no event interfere with the 
general goal of reducing employment in the Department to the 
minimum necessary to carry out agency programs* 

9 . Liberal policy in approving requests for extended vacations 
which will use up excess accumulated leave and in. granting 

■ .leave, generally, so that no employee shall suffer loss of 
leave, • ; . 


10, Participation in the development of the plan by a representa- 
tive group of employees of the agency. 


The following schedule for reducing excess annual leave within a 10 year period 
is offered as a guide in sotting up agency plans. 

Amount of Annual Leave Amount of Annual Reduction 

Accumulation in Excess of Excess Accumulation 

- of 30 days 


1 thru 12 days 
.13 thru 24 days 
25 thru 36 days 
37 thru days 
49 thru 60 days 


1/3 of excess accumulation 
1/5 of excess accumulation 
l /7 of excess accumulation 
l /9 of excess accumulation 
1/10 of excess accumulation 


Under this schedule, for example, an employee with 25 days of excess accumulation 
would take 1/7 of 25 days each year. 


A similar schedule for employees outside 

Amount of Annual Leave 
Accumulation in Excess 
of 4i5 days 

1 thru 15 days 
16 thru 30 days ' 

31 thru 45 days 
46 thru 60 days 
6 l thru 7 . 5 - days 


continental United States is as follows j 

Amount of Annual Reduction 
of Excess Accumulation 


l /3 of excess accumulation 
1/5 of excess accumulation 
1/7 of excess accumulation 
1/9 of excess accumulation 
1/10 of excess accumulation 
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Ihe Office of Personnel will be glad to assist agencies in establishing 
leave reduction plans as required by this memorandum. 



T. Roy Reid 
Director of Personnel 
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